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TO : Chief, lManagement Staff pate: PPR - 956

FROM : Asst. Fanagement Officer

SUBJECT:" Personnel Records Survzy Keport. Class. CHANGED

Auth;

1. Aissignment:

a. To identify the principal personnel records maintained and their
USES. '

b. To summerize these data and present them for anslysis by the ranage-
ment Staff.

2. Scope of the Surveys

a. The survey was limited to fact finding. The adesquacy of, or need
for, the records examined were not analyzed.

b. Headouarters elements of the DD/P, DL/S and DU/T ireas wer: surveyed.

¢c. The records examined wére those used for persona&/management -
hiring, promoting, tramsferring, rotating, separating, etc.

Excluded were the spvecialized records maintained by: the
Offices of Security, lMedical and Training; the Divisions
of nilitary rersonnel and Hecords Integration; and the
Counter Intelligenez Staff.

3. Tindings:

fnalysis shects (amnex A) summarize the basic records examined and em-‘-
vhasize their duplication. FEesic data concerning the records and their

uses are presented in Annex P, The following are the main subjects
covered in that Annex:

a. Personnel File Folders are maintained in every third echelon™ com-
ponent surveyed. HHany of the contents are duplicated in the official
personnel file in the Gffice of Personnel. Some folders contain
operational material, But most contain those personmnel reccrds
necessary for third echelon personnel administretion and are fre-
guently used to the axelusion of the official folder. Fourth and
Tifth echelons also fresuently maintain personnel file folcsrs.

¥ The DD/T and DD/S Cffices, the ID/P Divisions and Staffs.
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. Profiles are used extensivcly but vary greatly in contents. Fost
are on a single page. "hey are usually confinec to facts waich can
be copied from other forms. Education, previous experience, Lgency
assignments and Agency training ere the usuel contents. They seldom
include evaluated information. They are not prepared by the central
versonnel office and are seldom in the official persomnnel file folders.

c¢. Individual Card records are maintained by all third echelon com-
nonents surveyed, * the majority using the Civil Service bmployee
‘tecord Card, Form OF-Lb., The csrds contain o record of Agency
assignments and some or all of these items: training, previous ex-
perience and education.

d. 1T/0 List, the monthly TEM puhlication of the Personnel Cffice, was
considered inadequate for operating needs by all but one copponent ;¥F¥
many called it "useless." Five components surveyed prepare their
own monthly T/0 lists and e sixth plans to do so. Other components
use the form O7-4h with the Position Identification Strip in a Kardex
cabinet as a working T/0 record.

©. Hecords of Training are kept by training officers, usually =t the
third echelon level., Most of these components keer a card racord
sumiarizing each ewployee's training. Records of needed treining
are more diverse, but are usually maintained.

b

. Skills Locator icord, in Qualifications Analysis Eranch, Persomel
Assignment Division, Office of Personnel is used continually by
nlzcement officers but is frecuently criticized by operating com-
jonents as inadecuate end inaccurate. Tt is not kept up to date,
Ot has set un its own rocord.
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ANNEXES:
A - Analysis Sheets

B - Sumrary of Records Surveyed

ey

w3 Except Office of Operations, DD/I which does not maintain personnel
records at the third echelon level.
*EE - dequirements Division, FT Staff, DL/P
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